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Reported Time - Employee

Time Reporting

ncludes ESS Timesheed, Payaile Time Summary and Payable Time Detall

= BzyaEnlke Time Summary

= Fayable Time Cetal

Menu Path: Below the Time Reporting folder, click on the Timesheet link

Timesheet

nother Times hest

*View By Cz

*Date og
Reported Hours 0.00
Current Schedule Adhoc

From Sunday 08/14/2015 to Saturday 08/27/2015 ¥

Print Timesheet

- = - s ™ o =
| Reported Time Status, || Summary || Leave / Compensatory Time || Eayable Time
Reported Time Status Personiie | Fing | 2| 2
Date Total TRC Descniption Comments
Self Serv.
Time Reporti
Procedure
Step Action
1. Click the object.
[E Timesheet
2. Click the View By list.
]
3. Calendar Period is the default.

Click the Calendar Period list item.

4. Date defaults to the current pay period start date. If necessary, change the date to
another pay period. Use the Calendar function to view a different pay period.

[

Click the Choose a date (Alt+5) button.
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Step Action

5. Select the month in the drop-down list box.
Click the Month list item.

6. Click the June list item.
O

7. Select the appropriate date.
Click the desired date.

8. Enter time values for the appropriate dates listed in the Timesheet Schedule.
Click in the Mon field.

9. Enter the appropriate number of hours into the Mon field.

10. Click the Time Reporting Code list.
REG - Regular Earnings is the default Time Reporting Code, but it can be modified
here.
| REG - Regular Eamnings |:|

11. Click the Look up Taskgroup (Alt+5) button.
Task group defaults to 'COM’, but it can be modified here.
[5]

12. Click the Look up Business Unit (Alt+5) button.
Business Unit defaults to 'MPLMN', but it can be modified here.
[5]

13. The Combination Code is set to a project code. If the project code needs to be
modified, then select a new project code.
Click the Look up Combination Code (Alt+5) button.
2]

14. Click in the begins with field.
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Step Action

15. A project code can be found using the "Search by" capability.

Enter the desired information into the begins with field to search for a
Combination Code.

16. Click the Look Up button.
17. Under 'Search Results', click the appropriate Combination Code hyperlink.
18. This step submits time for the calendar period.

Click the Submit button.
| Submit |

19. The Submit Confirmation page displays.

Click the OK button.
pE

20. Time status can be displayed by selecting the Reported Time Status tab.

Click the Reported Time Status object.
| Reported Time Status |

21. Reported Time Status summary can be displayed by selecting the Summary tab.

Click the Summary link.

[ s |

22. Any leave or compensatory time can be displayed by selecting the Leave /
Compensatory Time tab.

Click the Leave / Compensatory Time link.

I Leave / Compensatony Tims "

23. Additional detail for payable time can viewed under the Payable Time tab.

Click the Payable Time link.

Payable Tims

24, Click the Self Service link.

25. Click the Home link.

Home

26.
End of Procedure.
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Timesheet Print

Time Reporting
nCludes £33 Timesnest, Payaie Time Summarny and Feyanike Time Detal

= Ex@Enie Time Summar,

Menu Path: Below the Time Reporting folder, click on the Timesheet link

Timesheet

| Reported Time Status || Summary || Lesve / Gompensatory Time | Bayatls Tme

Reparted Time Status Personaliee | Find | £ | 2

Dats Totsl TRC Dsscription Comments

Self Service

Time Reporting

Note: This option shows how to print from both Adobe Acrobat and IE 9.0. The steps also
include how to save a Timesheet as a PDF file.

Procedure
Step Action
1. Click the Timesheet link.
= Timeshest

2. Select the Date for the timesheet period to be printed. The date defaults to the
current time period.
Click the Choose a date (Alt+5) button.
[E]

3. Select the month from the drop-down list box.
Click the June list item.
E

4. The select the appropriate date.
Click the desired date.
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Step Action

5. Click the Refresh Timesheet button.

This will display the timesheet for the date specified.

6. Click the Print Timesheet link.
7. The timesheet will appear in a separate browser session.

Click the minneapolis.mn.us tab.

= - :
‘= minneapolis.mn.us

8. Print Option 1: If printing via Adobe Acrobat, select the printer icon at the bottom
of the page display.

Click the AVPageView object.

9. Print Option 2: If printing via the browser session, select the Tools button.

NOTE: These printing instructions are for Internet Explorer 9.0. If you are using a
different browser version, your print instructions may vary.

Click the Tools button.

)
10. Click the Print... menu.
Print... Ctrl+P
11. The Print menu displays. Select the Page Setup Button.
Page Setup...
12. For the Paper settings, ensure that the page size is set to "Letter 8 1/2 x 11".
Letter (3 1/2x 11") -
13. Ensure that the page source is set to 'Auto’.
Ao -
14. Ensure the page orientation is set to 'Portrait'.
Orientation
@ Portrait
Landscape
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Step Action
15. Click on the OK button.
v

16. Select the destination printer.

17. Click the Print button.
Printer; | \\Crneand97psc-100-hreolor -
18. To save the timesheet to a file, select the Tools button on the browser session.

Click the Tools button.

.
19. Click the File > Save as... menu.

Save as... Ctrl+5
20. Double-click in the File name: field.
21. Enter the desired information into the File name: filed. Enter "<filename.pdf>"
22. Press [Enter].

The timesheet is saved in a PDF format.

23. Close the browser session containing the Timesheet.

Click the Close Tab (Ctrl+W) button.

[x]

24, Return to the Timesheet page.

Click the Timesheet tab.

= Timesheet

25. Click the Home link.

Home

26.
End of Procedure.
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Payable Time Summary

Time Reporting
ncludes ESS Timesnest, Payanie Time Summany and Payaole Time et

| =ay=niz Time Summary |

= PayEniz Time Cetll

Menu Path: Below the Time Reporting folder, click on the Payable Time Detail link

Procedure

Step Action

1. Click the Payable Time Summary link.

Payable Time Summary

2. To search for a specific pay period, the Start Date and End Date can be modified.

Click the Choose a date (Alt+5) button.

3. Select the drop-down list box for the month.
Click the list.
June ||

4, Select the appropriate month.

Click the January list item.

5. Select the appropriate day.

Click the desired date.

6. Select the 'Get Rows' button to have payable time displayed, based on the start
and end dates specified.

Click the Get Rows button.
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Step

Action

7.

Payable time is displayed for the date range specified. Additional detail can be
obtained by clicking on the 'Detail Page' link.

Click the Detail Page link.

Payable Time Overview is displayed.

Click the Time Reporting Elements object.

Time Reporing Elements

10.

Time Reporting Elements information is displayed.

Click the Task Reporting Elements object.

Task REeporing Elements

11.

Task Reporting Elements information is displayed.

Click the Cost and Approval object.

Cost and Approval

12.

Cost and Approval information is displayed. To see Pending Exceptions, scroll to
the bottom of the page and select the link.

Click the Pending Exceptions link.
[Pending Exceptions]

13.

Exemptions, if any exist, are listed on this page.

Click the Return to Previous Page link.
[Return to Previous Page]

14.

Click the Summary Page link.

Summary Page,

15.

By clicking on the Next Week link, payable time for the following week is displayed.

Click the Next Week link.
Mex Weel

16.

Click the Home link.
Home]

17.

End of Procedure.
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Payable Time Detail

Time Reporting

Menu Path: Below the Time Reporting folder, click on the Payable Time Detail link

Start Date [06/0212015 |5
End Date [06/0812015 |5 %

There is no time returned for the selected date range. (06/02/2015 - 06/08/2015)
D Payable Status Filter

Payable Time (2
Overview H Time Reporting Elements || Task Reporting Elements H Cost and Approval ‘

Date Status Reason Code z‘g‘t“: Rep i Quantity TRC Type Estimated Gross
Procedure
Step Action
1. Click the Payable Time Detail link.
2. Click the Choose a date (Alt+5) button.
[
3. Select the appropriate month from the drop-down list box.
Click the list.
4. Click the January list item.
5. Select the appropriate day.

Click the desired date.

[]

6. Click the Get Rows button.
7. Time entries are returned based on the Start End and End Date values.

Click the Expand section button.
=
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Step

Action

8.

By default, all Payable Status filter options are selected. Scroll down, and select
the Deselect All link to remove all filters.

Click the Deselect All link.

In this example, the Approved, Distributed and Taken by Payroll filters are
selected.

Click the Approved option.

[0

10.

Click the Distributed option.

[0

11.

Click the Taken by Payroll option.

[0

12.

Payable Status Filters can be hidden.

Click the Collapse section button.
=

13.

Click the Overview object.

An overview of payable time information is displayed, including Estimated Gross.

| Overview

14.

Click the Time Reporting Elements object.

Time Reporting Elements are displayed.
girr.e Reporting Elements I

15.

Click the Task Reporting Elements object.

Task Reporting Elements are displayed.
I Task Reporting Elements I

16.

Click the Cost and Approval object.

Cost and Approval information is displayed.

I Cost and Approval |

17.

Click the Home link.
Home

18.

End of Procedure.
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